
2020 
 APPEAL PROCEDURES RULES AND REGULATIONS 

MONROE COUNTY BOARD OF ASSESSMENT REVISION 
 
 

GENERAL RULES 
 

1. TIME FOR FILING:  All appeals from the assessment of real estate 
must be properly filed with the Board of Assessment Revision, or 
postmarked, on or before the last date fixed by the statute for the 
filing of such appeal.  For 2020 appeals the filing date is on or before 
August 12, 2019  for the 2020 tax year. For all other appeals, the 
deadline is forty (40) days from the date of the Assessment Change 
Notice.  Any appeal notice received in the office after the filing date 
will be rejected as untimely filed for that appeal period. 

2. PLACE FOR FILING: A notice of appeal from the assessment of real 
estate shall be filed with the Assessment Office, First Floor, Monroe 
County Administration Center, 1 Quaker Plaza, Room 102, 
Stroudsburg, PA 18360-2171.  An appeal may be filed in person or by 
mail. An appeal filed in person shall be done at the Assessment Office, 
Monday through Friday, between the hours of 8:30 AM and 4:30 PM. 
No appeals or appraisals will be accepted by fax or by e-mail.  Anyone 
needing special accommodations for an appeal hearing should contact 
the Assessment Office prior to their scheduled appeal date.  The 
telephone number is (570) 517-3133. 

3. APPEAL HEARINGS: 
(A) EVIDENCE: The Board will not be bound by the strict rules 

of evidence normally applied in the Courts. The Board may, in 
its discretion, hear any and all evidence that it considers 
probative and helpful in deciding an appeal. A record owner of 
property under consideration may offer his or her opinion of 
the property’s value either orally or in writing.  The Board will 
not receive valuation testimony from anyone other than the 
owner unless a complete and written appraisal report upon 



which testimony shall be based,  has been filed with the Board 
in accordance with the Rules. Except where the Board shall 
direct otherwise, any party filing a written appraisal report 
with the Board, shall file the same by lodging a signed original 
report and one (1) copy with the Board.  If the appeal 
involves a commercial property, a signed original report and 
two (2) copies  shall be provided. No emails, faxes or 
electronic copies will be accepted. 

(B) CHIEF ASSESSOR’S REPORT: The Chief Assessor may, if 
he/she deems it necessary, send a reproduction of the official 
property record card. 

(C) PROCEDURE AT THE HEARING: At all hearings the Board 
will sit to hear such evidence as may be produced by the 
appellant. During the appeal hearing, the property owner or 
his/her attorney,  shall state the basis of the appellant’s appeal 
and shall make a full and complete disclosure of the appellant’s 
information as it relates to the fair market value of the 
property. The Board may examine the appellant or witnesses 
appearing on the appellant’s behalf and may require the 
appellant to furnish additional information or data for 
consideration in arriving at an opinion of fair market value.  At 
the conclusion of the hearing, the Board will deliberate and 
render a decision. Appellant will be notified in writing of the 
Board’s decision. 

(D) PLEASE NOTE: Failure of the appellant to appear at the 
scheduled hearing, after due notice thereof, shall be considered 
an abandonment of the appeal.  

(E) No postponements will be granted. 
 

4. CLASS ACTION RULES OF PROCEDURE 
(A) When an appeal involves a group of two or more persons 

acting on behalf of a class of persons similarly situated with 
regards to an assessment, the appellant shall attach to the 
appeal a list of all property owners who are members of the 
purported class. The list shall include each owner’s name, 



address and property code number. The appellant shall also 
file a statement that specifically sets forth the factual basis as 
to why the properties are similarly situated and why the 
appeals should be treated as a class. 

(B) The Board shall review the appeal documents to ascertain 
whether the appellants are acting on behalf of the class of 
persons identified as similarly situated with regard to the 
assessment of the properties identified in the class and certify 
or refuse to certify the appeal as a class action. 

(C) If certification is refused, the appeal shall continue by the 
named appellants alone. 

(D) If certification is approved, the appellant as class 
representative (or his/her attorney)  shall notify in writing 
every property owner that has been identified as a member of 
the class and inform them of their right of election to be 
included in the appeal. The appellant/attorney shall provide 
each class member and the Board a copy of the notification to 
participate in the class action showing the date of the notice.  
Within ten (10) days of the date of the notification, a property 
owner shall file with the Board in writing his or her election to 
be a member of the class.   Any property owner who fails to file 
written election to be a member of the class shall be excluded 
by the Board as a participant in the class action. 

5. SIGNING THE APPEAL FORM: All notices of appeal shall be executed 
by an aggrieved party of record.  In cases in which a corporation is an 
aggrieved party, the notice of appeal shall be executed by an officer or 
duly authorized representative of the corporation, and shall be 
accompanied by a verified certification that he/she is authorized to 
act on behalf of the corporation.  In all cases in which a partnership or 
sole proprietorship is the aggrieved party, a principal of such 
business organization shall execute the notice of appeal. 

 
PROPER DOCUMENTATION INDICATING APPELLANT’S STATUS AS AN 

AGGRIEVED PERSON SHALL BE REQUIRED. 
 



6. ATTENDANCE AT THE HEARING:  
AUTHORIZED REPRESENTATIVE:  The aggrieved party of record or 
authorized attorney must be present at the hearing unless a waiver is 
signed (see the appeal form). Only attorneys-at-law licensed to 
practice in the Commonwealth of Pennsylvania may represent 
aggrieved parties at the appeal hearings before the Board. Tax 
representatives, financial advisors and other non-legal 
representatives will not be permitted to act as legal representatives 
on behalf of the aggrieved party of record.  

7. LESSEE APPELLANT: In the event that an appeal involves leased 
property in which the lessee is responsible for the payment of all real 
estate taxes on the property, the owner or lessee shall produce a 
verified copy of the lease. 

8. NOTICE OF HEARING: Notice of the date and time of the assessment 
appeal hearing will be sent to the owner(s) of record and a third party 
notice will be sent to said appellant’s attorney of record or to an 
authorized representative only upon written request by the appellant. 

9. EXPERT WITNESS-QUALIFICATIONS:  In all cases involving expert 
witnesses the written qualifications of the expert witness, including 
proof of compliance with the requirements of the Pennsylvania Real 
Estate Commission and/or the Pennsylvania Board of Real Estate 
Appraisers, shall be submitted to the Board prior to any testimony 
and such expert may not be permitted to express opinions other than 
those in his or her own report. 

                
 

FAILURE TO COMPLY WITH THE ABOVE RULE MAY CONSTITUTE 
GROUNDS TO DISQUALIFY THE WITNESS. 

 
10.EXPERT WITNESS – FINANCIAL INTEREST:   When an aggrieved 
party intends to rely upon an appraisal, the aggrieved party shall 
produce, before the appeal hearing, a signed appraisal containing a 
statement as to whether such expert or witness has any financial 
interest in the property subject to the appeal and whether or not terms 



of compensation for his/her testimony are based upon any contingent 
method of calculation relating to the outcome of the appeal. 

 
 

ANY APPRAISAL , VALUATION REPORT OR ANY OTHER DOCUMENT 
THAT DOES NOT MEET THESE REQUIREMENTS MAY BE DISREGARDED 

BY THE BOARD AS EVIDENCE OF VALUE IN SUCH APPEALS. 
 

11.PROPERTY SUBJECT TO LEASES:    In the event that an appeal shall 
involve a property which is subject to a lease (s), the appellant shall 
submit to the Board a verified copy of the lease (s), containing all of 
its/their terms and conditions.  In the case of apartment houses, office 
buildings and shopping centers, the appellant shall submit a verified 
copy of a typical lease, together with the latest rent schedule, a copy of 
the rent roll, showing the tenant’s name, unit identification, square 
footage leases, or bedroom and bath count, monthly or annual rent and 
additional payments made.  The appellant shall also submit the income 
and expense statements complete with all notes and schedules for the 
past three (3) years. 
12.FAILURE TO PRODUCE DOCUMENTS: Failure to produce the 
documents required by these rules not less than ten (10) days prior to 
the scheduled appeal hearing date and/or failure to comply with the 
requirements for the execution of the notice of appeal, and/or failure to 
complete the appeal application in its entirety, may constitute sufficient 
grounds for the denial of the appeal. 
13.TAXING DISTRICTS:  These rules shall be applicable to appeals by 
Taxing Districts. 
 
 

THE MONROE COUNTY BOARD OF COMMISSIONERS 
 
 
 
 

Revised March 29, 2019 



Appeal Date:_________________________       Received by: _____________________ 

Time:_______________________________       Code#______________________________  

        

MONROE COUNTY BOARD OF ASSESSMENT REVISION 
Administration Center     1 Quaker Plaza  Room #102 

Stroudsburg, PA 18360-2171 
570-517-3133 

 
2020 COMMERCIAL APPEAL 

NOTE: This form must be completed in full to constitute a valid appeal.  It must be signed by the property owner or his/her 
attorney in blue ink to constitute a valid appeal and must be received by the Board of Assessment Revision, or postmarked, on/or 
before August 12, 2019. Under the provisions of the law, any person aggrieved by any assessment and desiring to appeal shall file an 
Appeal Form with the Monroe County Board of Revision.  Such Appeal form shall designate the assessment appealed and the 
address to which the Board shall mail notice of when and where to appear for a hearing.  No appeal shall be heard by the Board 
unless the appellant shall first have timely filed the appeal form and the required documents as set forth by law. This includes taxing 
districts.  No facsimiles or E-mails will be accepted. 
 
Record owner(s) name: ____________________________________________________________ 
 
Mailing address: __________________________________________________________________ 
 
Property Identification # (14 digits) ___________________________________________________ 
 
Parcel #__________________________________________________________________________ 
 
Assessment Appealed: Land -_______________  Building- ___________________  Total-________________ 
 
Acreage- _________________________      Building Use-_________________________________________ 
 
Type of Business-__________________________________________________________________________ 
 
Opinion of Value- ___________________________________________________________________________ 
 
Date Purchased-_________________________________   Purchase Price-______________________________ 
 
Reason for filing Appeal:_______________________________________________________________________ 
 
 
 
 
 
 

 
 
 

 
 
 
 
 



 
Mortgage Information 

 
Amount Financed: 
1st Loan- ________________ 2nd Loan- ____________________      3rd Loan- _______________________ 
 
Term-__________________________ Rate of Financing-______________________________ 
 
Number of Units:    Rent per Unit: 
 
1 Bedroom - ___________   $________________ 
2 Bedroom - ___________   $ ________________ 
3 Bedroom - ___________   $________________ 
4 Bedroom _ ___________  $________________ 
 
 
Appellant must complete 3 years income and expense form on page three of appeal application as part of the commercial appeal. 
Attach any additional information necessary for this appeal.  Appraisals should be submitted to the Board no later than ten (10) 
working days prior to the scheduled appeal date. 
 
I/we hereby declare my/our intentions to appeal  the assessed value of the property described above and do hereby verify that the 
statements made in this appeal are true and correct.  I/we understand that false statements herein are subject to the penalties of 18 
Pa. CS Section 4904, relating to unsworn falsifications to authorities. 
 
Signed ____________________________________  Date__________________________________ 
 
Owner(s) of record___________________________  Phone #________________________________ 
 
 

COMPLETE THIS SECTION ONLY IF AN ATTORNEY IS REPRESENTING YOU. 

ONLY ATTORNEYS–AT-LAW LICENSED TO PRACTICE IN THE COMMONWEALTH OF 
PENNSYLVANIA MAY REPRESENT AGGRIEVED PARTIES AT THE APPEAL HEARINGS BEFORE THE 

BOARD. 

 

Signature of Attorney ______________________________________________________  

 

Print Name of Attorney _____________________________________________________ 

 

Address of Attorney ________________________________________________________ 

 

           _______________________________________________________ 

Phone Number of Attorney ___________________________________________________ 



Tax Parcel # ______________________________ 

 
Commercial Appeal 3 Year Annual Income-Expenses 

Gross Annual Income 
 
 
   20__   20__   20__ 
 
Potential Gross Income _________  _________  _________ 
 
Percentage of Vacancy _________  _________  _________ 
 
Additional Income _________  _________  _________ 
 

Gross Annual Expenses 
 

Annual Insurance  _________  _________  _________ 

Electricity  _________  _________  _________ 

Telephone  _________  _________  _________ 

Water & Sewer  _________  _________  _________ 

Trash Removal  _________  _________  _________ 

Manager’s Salary  _________  _________  _________ 

Legal/Accounting  _________  _________  _________ 

Payroll   _________  _________  _________ 

Wages & Salaries  _________  _________  _________ 

Advertising  _________  _________  _________ 

Maintenance  _________  _________  _________ 

Snow removal  _________  _________  _________ 

Replacement Reserve _________  _________  _________ 

Other   _________  _________  _________ 

Total Expenses _________  _________  _________ 



 

Tax Parcel # ______________________________ 

 
 

DO Not Write Below This Line 
Date of Decision ______________________   Disposition of Appeal_____________________ 
 
 
Current Value:  YEAR    Adjusted Value:______YEAR_______________ 
 
Land:_______________________________   Land:____________________________ 
 
Building:____________________________   Building:__________________________ 
 
Total:_______________________________   Total:____________________________ 

 
 


